
FOIAonline 3.0
Program Integration 



Contents

1. Locating an item in FOIAonline Slide: 5

2. Reports Tab Slide: 7

3. Administration Tab Slide: 8

4. My Account & Details Tabs Slide: 9

5. How to Create a New Request Slide: 10

6. Identifying Headings Slide: 13

7. Working a Request Slide:  15

8. Assignment History Slide: 20

9. Case File Tab Slide: 21

10. Admin Costs & Assigned Tasks Slide: 24

11. Comments & Reviewer Tabs Slide: 25

12. Unperfected Actions Slide: 26

13. Perfected Actions Slide: 28

14. Closing a Request ` Slide: 30

15. Create New Tabs Slide: 32

16. Create an Appeal Slide: 33

17. Create a Referral Slide: 34

18. Create a Consultation Slide: 36

19. Other Tab Slide: 37



Preface

The contact information below is for the FOIAonline
Help Desk; you will need them at some point…

BEGIN AT THE FOLLOWING URL: 
https://foiaonline.gov/foiaonline/action/public/home/myCases

https://foiaonline.gov/foiaonline/action/public/home/myCases


!!!!SAVE!!!!
Don’t forget!! Save after every change to any page or you will lose the information



(b)(6)

FOIA Requests, Remanded Appeals, Consultations, Referrals and Tasks that are currently assigned to YOU the user.

All Requests, Remanded Appeals, Consultations, Referrals and Tasks assigned to YOUR COMMAND. 

All Requests, Remanded Appeals, Consultations, Referrals and Tasks submitted to the entire DON that are not 
assigned to an individual. 

Locating an item in FOIAonline 3.0

All Requests, Remanded Appeals, Consultations, Referrals and Tasks submitted to the entire DON that are assigned 
to an individual and/or a Command. 

You may search for specific terms here to provide an 
uncluttered view when desired by typing the specific 
item type you require. Ex: Task, Request…

You may limit or expand the number of items you are able to view on one 
page by selecting this drop down.

Export to CSV:
Feature will allow export of information to an Excel Spreadsheet

Fields Provided: 
Release Type, Title, User, Date/Time, Exemptions, Release Date & Detail



Locating an item in FOIAonline 3.0 Cont.

You may add keywords or tracking 
numbers to locate FOIA items. 
Echelons may only search within 
their Command tree and may only 
see their Command and those that 
fall under their purview.

*Currently you MUST click the GO! 
Button, just hitting enter will 
render a “no cases” message.

HOME:
This button will return you to the My Cases tab.



Annual Reports - These reports are also public facing and contain real-time updates 
regarding request, referral, appeal, and consultation metrics. They are identical to those 
produced in the year-end annual report, but can be run for any sub-office and time 
period.

Appeal - This function produces a report of all appeals based on fee waiver and/or 
expedited processing requests. 

Expedited Processing - This function produces a report of all requests, referrals, and/or 
appeals that have expedited processing tasks. 

Fee Waiver - This function produces a report of all requests, referrals, and/or appeals 
that have fee waiver tasks.

Delinquency - This function produces report of all requesters who have outstanding fee 
payments for 30, 60, or 90 days at the time the report is run.

Deleted Cases - This function produces a report of all case files (requests, referrals, 
appeals, and consultations) that have been deleted from the system.

Monthly Status Report - This function produces a status report of all processed and 
pending requests in the agency.

Public Requests Received - This function produces a report of all requests and referrals 
submitted to the agency.

Record Upload - This function produces a report of all records uploaded by user.

Registered User Accounts - This function produces a report of all registered users that 
have submitted requests to your agency.

Released Records - This function produces a report of records that have been released 
to the public or directly to the requester.

Request Creation - This function produces a report of all requests that have been 
created to the specified agency and its sub-agencies.

Reports Tab Expanded



CNIC contact information and hierarchy of lower echelons

Administration Tab – Agency Administration
It is required that Echelon II commands verify and maintain correct points of contact within their chain of command.

Administration Tab – User Administration 

You may locate a FOIAonline user by 
any or all of the provided parameters.



My Account & Print Tabs

Always click “SAVE” after making any changes to a page!

CGI is responsible for 
correcting invalid email 
accounts.

This is the Profile section, here you may logout of FOIAonline, Print 
whatever page you are looking at via the Printer Icon and access the 
My Account screen.Email Preferences: 

By selecting a checkbox below, you choose to receive notifications when a 
case file or task, currently assigned to you, has been created, modified, 

assigned and/or completed.



Creating a New FOIA Request

Agency Selection:
Choose either Navy or USMC; if Navy is chosen, 
select Sub Agency (Echelon II) then choose the 
lower Command that is cognizant of the 
requested subject matter.

Request Type:
Is this request a FOIA or 
Privacy Act (PA) submission?



Requester’s Contact Information and Request Description

The Requester MUST show a willingness to pay fees, even if they submit a Fee 
Waiver Task.

The Requester MUST provide a reasonably described FOIA request for DON 
controlled documents.

Requesters may apply for EXPEDITED PROCESSING and/or a FEE WAIVER, they 
are instructed to include their justification.

The Requester MUST provide a 
way to contact them; either by 
physical mail or email.



Additional Information & Supporting Files

Supporting Files:
Documents provided by the Requester may be 

dragged and dropped here. PII should be scrubbed 
from all submissions, as Supporting Files may be 

made public at a later date.

In the case of Referrals and 
Consultations, this section is to 

provide the Originating Agencies’ 
contact information and FOIA 

identifying information.

Select Preview once entering 
information is complete to generate 
unique FOIAonline Tracking number.



FOIAonline: Identifying Headings

(b)(6)

Status:
Denotes where in the process item 

currently is, assists in determining steps 
yet to be taken prior to close out.

Detail:
See next page.

Assigned:
Denotes date that item was last 

assigned. 
Due:

Denotes end date that action is 
required

Track:
Denotes Simple or Complex 

processing.
Requester:

Who submitted this item.

Type:
Identifies Tasks, Requests, 

Consultations and 
Referrals; each requires 

different handling.

Tracking Number:
The unique case number 

assigned to every 
submission entered into 

FOIAonline.



Details Tab Expanded

By expanding the DETAILS heading, a brief 
description for the Request will be revealed. 

By expanding the DETAILS heading, a justification for this Expedited 
Processing Task submitted by the Requester is revealed. 

By expanding the DETAILS heading, a justification for this 
Fee Waiver Task submitted by the Requester is revealed. 

Details Expanded:
Click this heading and once selected, the 
DETAILS heading will expand with a brief 

description of each item. 



Working My Case
Select the My Cases tab to view all assigned Requests, Consultations, Appeals, Referrals and Tasks that are currently assigned to you the user.



FOIA Request 2018-009489



Submission Details: 2018-009489

Requester Information:
This section will reveal the 

Requester’s contact 
information.

The following three (3) slides will break down each element.
Request History:
This section catalogs the Requests’ history, 
including DON personnel that have been in 
contact with this Request.



Submission Details Cont.

Has the request been 
made available to the 
public? yes/no

Is the request Simple 
(complete within 20 days) 
or more Complex?

What category of 
Requester is this ? 
Other/Commercial/Media

Have the 
associated 
Tasks (if any) 
been 
adjudicated?

Has an Acknowledgement 
Letter been sent to the 
Requester? Automatically 
generated by FOIAonline if 
email is entered.

Is the request able to be 
Perfected? Clear request, 
willing to pay fees, able to 
contact requester

Was this Request 
submitted under FOIA or 
Privacy Act (PA)? 



Submission Details Cont.
The Requester’s desired documents should be described here.

If PII is entered into the request description, YOU MUST 
MODIFY AND REMOVE THAT INFORMATION. 

Enter a BRIEF description of the requested documents.

Information provided from other Agencies. 
Referrals/Consultations

If PII is entered into the Supporting Files, YOU MUST 
MODIFY AND REPLACE THAT INFORMATION. 

Remove and 
Replace when 

necessary.



Request Details: Assignment History

To view the history of 
any item, select the 

small blue scroll icon.

You are able to track where an item has been throughout it’s time in FOIAonline.

The first entry is either 
the Requester, or in the 
case of physical mail, the 
FOIAonline user that 
initially entered this 
item.

Actions performed are 
automatically time/date 
stamped, as well as, who 
executed the action.

The final Assigned User 
denotes who/which 
Command the item is 
currently assigned.



Case File: Appeals
Clicking the Appeals link in this section will identify any known Appeals and 
their assigned case numbers associated with this item.

Case File: Consultations
Clicking the Consultations link in this section will identify any OUTSIDE AGENCIES 
that have been assigned a portion to respond to in association with this item.



Case File: Correspondence
Clicking the Correspondences link in this section will provide you two (2) options:

Correspondence to Requester – sends Files DIRECTLY TO THE REQUESTER.
Other Correspondence – only accessible to FOIAonline users.

The first entry reflects an Acknowledgement Notice 
sent to the Requester; this is automatically generated 
as long as the Requester has an associated email 
address in the Requester Information portion.

Case File: Financing 

This section is used when billing a Requester prior to item completion.



Case File: Records
Once an item is PERFECTED, you will be able to view ALL Uploaded 
Responsive Records here.

Release determinations for 
Records, 

Case File: Restricted Materials
This section is for the exclusive use of FOIAonline users. However, it is currently 
unknown which users are able to view documents saved into this location.



Admin Costs: 2018-009489
This page is used to tally costs for processing a FOIA item.

Billing Category:
The rate at which the agency charges the 
requester for processing their item.

Information fields are 
customizable to specific costs.

Assigned Tasks: 2018-009489
You may view any associated Task with a given item on this page.

Expand the DETAILS, by clicking, to view 
Requester’s justification statements.

Status and Dispositions of each Task are 
expressed here, also serve as hyperlinks 
to each Task.



Comments: 2018-009489
This page is used to view and create Comments by case processors to 
communicate pertinent information.  

Creating a new Comment is simple; 
type into the existing field and Save.

Expand the DETAILS, by clicking, to view Comments made.

Edit or Delete a Comment.

Who left a Comment and when.

Review: 2018-009489
On this page, you may search to assign a Reviewer to your case. This will be 
completed prior to closing an item. 
*Be aware, Some FOIA shops do not require Reviewers, so this page may not 
apply.  



Make Assignment:
This section allows for an item to moved to another Component or 
Individual. 
Items being re-assigned is dependent upon an individual case worker’s 
permissions. 

Typing a Components name or acronym will initiate a search.

You may assign an item directly to yourself with this option.

When re-assigning an 
item, it is HIGHLY 
recommended that you 
put the justification for 
the re-assignment here. 
*DNS-36 will copy and 
paste the accepting 
Component’s email 
here.

Unperfected Actions

Typing an Individual’s last name will initiate a search.

Estimate Costs:
Enter the desired fields to calculate the cost of an item to the requester. 



Closing Out an Unperfected Request

A request does not have to be Perfected to Begin the Close Out Process.

Begin Close Out Process 
illustrated on slide 30. 

To Release Records: See slide 24

Clicking the Correspondences link in this section will provide you two (2) options:

Correspondence to Requester – sends Files DIRECTLY TO THE REQUESTER.
Other Correspondence – only accessible to FOIAonline users.



Perfected Actions
The Clock:
ONCE PERFECTED, the clock begins. The clock may be stopped for two 
reasons, both require contacting the Requester: Clarification of Request or a 
Fees Discrepancy 

To stop the clock, you must provide the 
necessary details in this section.

Extend Due Date:
If a request cannot be completed by original due date, and with coordination 
with the Requester, a caseworker may extend the original due date within 
FOIAonline.

All pertinent information must be entered



Extend Due Date
If a request cannot be completed by original due date, and with coordination with the 
Requester, a caseworker may extend the original due date within FOIAonline.

All pertinent information must be entered

Upload Responsive Records
ONCE PERFECTED, this section will become available to attach Responsive Records, as well as, 
Records that will not be provided to the Requester.

UU - Unredacted Unreleasable
UR - Unredacted Releasable
RU - Redacted Unreleasable
RR - Redacted Releasable
REQ – Release to Requester only 

If documents are redacted, 
select which redaction code 
is applicable.

Drag and drop files that are 
to be attached to this 
particular FOIA Item here.



Interim Release
Providing documents to a Requester without closing their FOIA item; requires documents to 
be  uploaded and ready for release, also requires a reviewer to be assigned prior to engaging

Document(s) to be 
released will be 
highlighted in yellow.

Begin Close Out Process
This selection will begin the closing process for an item. In many offices a Reviewer must be 

selected prior to selecting.

Document(s) to be 
released will be 
highlighted in yellow.

Document(s) to NOT
be released will not 
be highlighted.

Final Disposition 
MUST be entered for 
close out.



Closing a Task
Once Perfected, you may view and/or edit details about the individual Tasks, you may also begin the Close 
Out process.

*All associated Tasks must be CLOSED OUT prior to the Begin Close out Process (slide 60)  for the item itself.

All fields with * are required to be filled out prior to Task being closed.

Date that determination to adjudicate was made

Date of Task Close Out

• Deny
• Not Billable
• Full Grant
• Partial Grant
• Withdrawn by Requester

Any NEGATIVE determination 
will require a written 
explanation.



Create New - Task
If a FOIA item requires the attention of an OUTSIDE AGENCY, but requires that the item stay 
within DON, this section will allow a case worker to assign Tasks to an OUTSIDE AGENCY; 
complete with description and due date.

Create New - Correspondence
This section is used to either provide the requester with an interim response with documents, 
or safely store documents within FOIAonline. 

You may drag and drop documents to be 
stored, or sent to the Requester here.

Correspondence to the Requester – Allows interim 
response be sent out.

Correspondence Other – Securely load documents 
into FOIAonline.

Email Subject – Only available from 
Correspondence to the Requester; 
should reflect the FOIAonline unique 
identifying number.

Email Body – Only available from 
Correspondence to the Requester; 
this is the message to be delivered to 
the requester.



Appeal Existing Request
Appeals go directly to the assigned Appellate Authority once Create Appeal is selected. A Basis for Appeal must be entered and should reflect the Requester’s noted issues with 

the original case work. Example: timeliness, method of search conducted, etc...



Refer to an Outside Agency



Referral Cont. Agencies Within FOIAonline



Create New Consultation



Consultation Cont. Other
Each option provides a unique option that may not be applicable to most FOIA items.

Generate Invoice:
Creates a separate printable invoice for fees purposes.

Print Case File:
Will print the ENTIRE case file, all pages will be captured.

Transfer Request:
Used when transferring an item to a Non-DON 
FOIAonline using agency.

Delete Request:
Never use this, will 
permanently delete this item.
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